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SMART Board™
Interactive Whiteboard
Hardware Components

When you've completed this module, you'll be able to:

Use the buttons and styluses of the SMART Pen Tray
Check the interactive whiteboard status using the Ready Light
Orient the interactive whiteboard

Edit text objects using the SMART Keyboard
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SMART Board Interactive Whiteboard Hardware Components

The SMART Board interactive whiteboard is touch sensitive. In projected mode, it operates as part of a
system that includes a computer and a digital projector.

With a SMART Board interactive whiteboard you can:
touch the surface to control software applications
hand write or type directly onto the whiteboard
make notes over top of, or input data directly into, a variety of software applications

save these changes

How Does the SMART Board Interactive Whiteboard Work?

Although a SMART Board interactive whiteboard may also be used in non-projected mode (i.e., without a
projector), this workbook focuses on using the interactive whiteboard in projected mode. Using a
whiteboard in projected mode requires three components — a computer, a digital projector and a SMART
Board interactive whiteboard. These three components work together as follows:

The computer loads an application and then sends the image to the projector

The projector projects the image onto the interactive whiteboard

The interactive whiteboard acts as the monitor and input device (mouse and/or keyboard),
allowing you to control any application by simply touching the whiteboard

SMART Board(TM)
interactive whiteboard

computer

| — |

projector

When you touch the whiteboard, you make a connection between two layers of material. This connection
point is registered by the computer as the location of your cursor and it will be interpreted as a mouse
click or a mark of electronic ink. It may help you to think of your interactive whiteboard as an input device
to your computer, just like your mouse or keyboard.

Learner Workbook — SMART Board Interactive Whiteboard Training Package 3



SMART Pen Tray

The Pen Tray consists of:

four color-coded spaces for the styluses and one space for the eraser. Each space has an optical
sensor that identifies when a tool has been lifted from the Pen Tray.

two programmable buttons. Press the top Pen Tray button to make the SMART Keyboard appear.
Press the bottom button to make the next contact with the whiteboard a right-mouse click.

NOTE: The Pen Tray buttons may be customized through the Control Panel in the SMART Board
tools. This information is covered in detail later in this workbook.

Eraser  pgjack Stylus

Blue Stylus

Ready Light

Your SMART Board interactive whiteboard includes a Ready Light that indicates the current state of your

whiteboard.

Red Stylus Green Stylus  pen Tray Buttons Ready Light

When the Ready Light is It means

Flashing between red and green

the Pen Tray is in the process of powering up

Steady red

the Pen Tray is receiving power

Steady green

the Pen Tray is fully operational

4 Learner Workbook — SMART Board Interactive Whiteboard Training Package



Pen Tray Styluses

To write over top of any computer image that is projected on the interactive whiteboard, pick up one of the
four styluses from the Pen Tray and write on the whiteboard.

To write in a different color, place the stylus back in its slot and select another. The color recognition
comes from the slots in the Pen Tray rather than the styluses themselves. As a result, you must ensure
that each stylus is returned to its proper slot (the slot with the corresponding color). This feature also
allows you to write with your finger once a stylus has been removed from the Pen Tray.

You can also change the default settings for each Pen Tray tool. The styluses can be reconfigured to alter
the thickness, color or opacity (to create a transparent highlighter effect). The size of the Pen Tray eraser
can also be changed to suit individual needs, as can the function of the Pen Tray buttons. These changes
are made through the Control Panel in the SMART Board tools. Control Panel settings are covered in
detail later in this workbook.

Orienting Your SMART Board Interactive Whiteboard

Since the SMART Board interactive whiteboard is touch sensitive (your finger acts as the mouse), you
must orient the whiteboard to give the computer an accurate reference source for determining where
projected objects are located on the surface. As an example, after the orientation procedure, the
computer will know the exact location of the Windows® Start button as you see it on the screen, thereby
ensuring an appropriate response when you press it with your finger. You should orient your interactive
whiteboard when setting it up or if it or the projector has been moved since you last used it.

To orient the SMART Board interactive whiteboard:
1 Press and hold both Pen Tray buttons until the orientation interface appears.
or

Double-press the SMART Board icon in the Windows System Tray to access the SMART Board tools
and press the Orient button.

2 Beginning at the upper-left corner of the orientation screen, press your finger or stylus squarely on the
center of each cross in the sequence indicated.

You can begin using your SMART Board interactive whiteboard as soon as you’re done!

Press center of target and release.

Learner Workbook — SMART Board Interactive Whiteboard Training Package 5



SMART Keyboard
You can add to or edit text objects using the SMART Keyboard.

To access the SMART Keyboard:

Press the Keyboard button on the Pen Tray.

Keyboard @

or
Press the Keyboard button in the SMART Board tools.

ﬂ Hoteboolk...

Becarder...

Press here to open the
SMART Keyboard

Floating Toals. ..

Contral Parnel...

Orient...

Press the appropriate keys on the SMART Keyboard to enter or edit text objects.

_____ SMART Keyboard o ] B |

EILI_I_IEI ws|ms|mrm| o nofr[naf sk | W T T

Bl Tl el lollel = | lelirl
"_Iqlwl I Itlylul o pl_I | Delm[ndP:?: 7
9|a|5|d|f|g|ﬂjk|1|;|'|w pse | Lk || 4

4 al=lelefo]n]=] | |c] 4 ] 1

ctl | i an |ak| RIB| cm | | ][] o A

=l

B ln |G | -
=3

(=)

Right Mouse

Press the Right Mouse button on the Pen Tray to have the interactive whiteboard recognize your next
press as a right-mouse click. For instance, the right-mouse menu shown below appears when you press
the right-mouse button and then press on a text object in SMART Notebook™ software.

. _______ LD L]
Order 3
. your na:
.. _______ B Cut Crl+4
LCopy Chrl+C
Paste Clrl+
Delete Del
. Edit Text
Right i
Mouse éold
l_lalic
Current Color....
[Lirre St e
il
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Quiz: SMART Board Interactive Whiteboard Hardware Components

1 Name the three components required to operate a SMART Board interactive whiteboard in
projected mode.

NOTE: All content in this workbook relates to using a SMART Board interactive whiteboard in
projected mode. For information on using the whiteboard in non-projected mode, refer to the
SMART Board User’s Guide.

2 What indicates that the interactive whiteboard is receiving power? How do you know when the
interactive whiteboard is ready to be used?

3 What is the default setting for the top button on the SMART Pen Tray?
4 Describe two ways to begin the orientation process.
5 Describe two ways to access the SMART Keyboard.

6 How do you “right-click” on the whiteboard?

Learner Workbook — SMART Board Interactive Whiteboard Training Package 7



Answers: SMART Board Interactive Whiteboard Hardware Components

1 You'll need an interactive whiteboard, a computer and a digital projector to operate in projected
mode.

2 A steady red Ready Light indicates that the interactive whiteboard is receiving power. A steady
green Ready Light indicates that the interactive whiteboard is ready to be used.

3 The default setting for the top button on the SMART Pen Tray is the SMART Keyboard.

4 Press and hold the two buttons on the Pen Tray or press the Orient button in the SMART Board
tools to begin the orientation process.

5 Press the top button on the Pen Tray or press the Keyboard button in the SMART Board tools to
access the SMART Keyboard.

6 Press the Right-Mouse button on the Pen Tray to have your next press on the whiteboard be
recognized as a right-mouse click.

8 Learner Workbook — SMART Board Interactive Whiteboard Training Package



Working with Applications
on Your
SMART Board Interactive
Whiteboard

When you've completed this module, you'll be able to:

Access applications from the interactive whiteboard

Create and capture annotations and highlight important information
using the Floating Tools

Capture your annotations

Insert your annotations as graphics or text into Microsoft®
Word or Excel software

Present a PowerPoint slide show on the interactive
whiteboard

Learner Workbook — SMART Board Interactive Whiteboard Training Package 9
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Working with Applications on Your SMART Board Interactive
Whiteboard

SMART Board interactive whiteboards can be used with any computer application.
If the application runs on your computer, you can use your whiteboard to work with the
application.

Your Finger Is Your Mouse

A press on the SMART Board interactive whiteboard equals a left-mouse click.
To ensure that your press has the desired effect, it is important to properly orient A press with your

your whiteboard. finger equals a
left-mouse click

Accessing Your Applications

Applications may be accessed in the same way as on a desktop computer. The only difference is that you
use your finger instead of your mouse to select and open files or applications. To perform a right-mouse
click, press the Right-Mouse button on the SMART Pen Tray and then press on the desired object. Use
the SMART Keyboard to enter text. For example, you might use the SMART Keyboard to enter data into
a spreadsheet.

Writing and Erasing

Use the styluses and eraser from the SMART Pen Tray to make notes in electronic ink over top of any
application. The interactive whiteboard recognizes the last tool removed from the Pen Tray as the tool
you want to use. For example, if you already have a stylus in your hand when you pick up the eraser, the
whiteboard will assume you want to erase.

Accessing the SMART Board Tools

The SMART Board tools provide quick access to the functions that help you operate the interactive
whiteboard more effectively. Access the SMART Board tools by double-pressing the SMART Board icon
in the Microsoft Windows System Tray. If the SMART Board icon does not appear in your System Tray,
press Start, Programs, SMART Board Software, and select SMART Board Tools. The SMART Board
tools provide ready access to a variety of tools, including the Floating Tools.

ﬂ Hotebool...

'l
. Becarder... |
, Wideo Player... |

B
SMART Board Icon = Eevboard... |

g o _
%;:Bi DY, 47 PM Eloating Tools. .. |
Contral Parnel...

NOTE: More details about the SMART Board tools and their functions will be covered later in this
workbook.
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Floating Tools
The Floating Tools is a portable, customizable palette of tools that, when opened, floats over all
applications on your interactive whiteboard and allows you to perform a wide variety of operations.

The default Floating Tools palette offers features that you won't find in your Pen Tray and that you may
find indispensable, such as a large screen pointer (for presentations), a highlighter, a spotlight and a tool
for clearing and restoring annotations.

Highlighter Eraser

jT rragh

P Aratdls

Launch Spotlight Use Mouse Cursor

Screen Pointer Restore/Clear Annotations

Highlighting Information

When many people read documents, they often use a highlighter to emphasize important information.
Similarly, when using applications on a SMART Board interactive whiteboard, you may want to highlight
specific information for the group. The Floating Tools palette includes a Highlighter that can be used to
highlight on-screen information. Of course, you can also use a stylus from the Pen Tray or the Pen tool
from the Floating Tools to circle or underline important information.

Spotlight

The Launch Spotlight tool provides a way of focusing attention on a certain part of the screen. Your
spotlight can be a circle (as shown), square, frame or star of any size. You can also change the level of
transparency of the shaded area of the screen. Select the menu button to change the shape of your
spotlight, set the transparency level or exit the Spotlight view.

T Bile Edit Yiew

DEH &
. Touch anywhere near the Spotlight

Me = A to move it around.
Mew

Select the blue edge
to expand, contract or
rotate the spotlight.

Press here to exit or modify the

ME“ u spotlight view.
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Capturing Annotations

When you pick up a stylus to write over top of applications other than Microsoft Word, Excel, or
PowerPoint® software, the Save/Print toolbar automatically appears. The Save/Print toolbar can be used
to capture annotations into SMART Notebook software.

| al §|

Save/Print Toolbar

Tool Function

a Captures annotations and background into Notebook software

aam
u

al

Captures a screen area you've defined using your finger

Fam.

é Sends annotations and background to the default printer

If the Floating Tools are open, the Save/Print toolbar will appear in the bottom row of the Floating Tools
palette once a stylus is removed from the Pen Tray, or when the Pen tool is selected from the Floating
Tools.

Learner Workbook — SMART Board Interactive Whiteboard Training Package



Inserting Annotations into Word and Excel Files

When you write on the interactive whiteboard while using Microsoft Word or Excel software, you can
capture your annotations into SMART Notebook software or insert your notes as a graphic or as text into
your document or spreadsheet.

NOTE: Supported versions include Microsoft Word 97, 2000, and XP and Excel 97, 2000, and XP.

When you pick up a stylus in Word or Excel software, the Capture/Save toolbar will appear. This looks
similar to the Save/Print toolbar.

Capture the Screen ’ Save Annotations

X
L=
{0
gl:

; l— Save Annotations as Text

Capture an Area

You can use these tools to save annotations into the current document as either an object or typed text.

To save your annotations as a graphic or typed text:

1 Press to position the cursor where you want to insert the text or object in the document or
spreadsheet.

2 Pick up a Pen Tray stylus. If it isn’t already open, the Capture/Save toolbar will appear.

or

Select a writing tool from the Floating Tools palette. In this case, the Capture/Save toolbar will appear

as the bottom row of the Floating Tools palette.

= - : -

3 Press the [_*4] putton to convert your handwriting to typed text and insert it into the document or
spreadsheet.

or
H, _ _ . o

Press the *£ button to insert your handwritten note or drawing as an object into the document or

spreadsheet. Each pen stroke will be inserted as a separate object. You can then use the Drawing

toolbar to group, arrange and otherwise manipulate these objects.

NOTE: In Microsoft Word software, annotations can only be inserted in page layout view. If you're not
already in page layout view, a message will appear asking if you'd like to switch to that view. Click the
Yes button.

Your annotations will become part of the document or spreadsheet and will be saved with the file.

14 Learner Workbook — SMART Board Interactive Whiteboard Training Package



Inserting Annotations as Text into Other Applications

When you pick up a stylus and write over most applications, you can insert your handwritten text into the
underlying application as typed text.

1 Make an annotation. Do not return the stylus to the Pen Tray.

2 Press on the annotation you want to inset into the application and hold for approximately three
seconds. A drop-down menu will appear, allowing you to insert the text equivalent of your annotation
at the cursor-insertion point in the application.

Inject "your Texk " Here

Clear Annokations

NOTE: “Your Text” always represents your annotation. So if you write “Apple,” and press on the
whiteboard for three seconds, the menu will show Inject “Apple” Here.

3 Select Inject “Your Text” Here.

Learner Workbook — SMART Board Interactive Whiteboard Training Package
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Presenting with PowerPoint Software on a SMART Board Interactive
Whiteboard

In this module, you'll explore the topic of presenting on a SMART Board interactive whiteboard. You'll
learn how to navigate a PowerPoint slide show as well as how to use styluses and the Floating Tools to
make notes on PowerPoint slides. You'll also learn how to save or print annotations with the underlying
slide.

PowerPoint Software on a SMART Board Interactive Whiteboard

The SMART Board interactive whiteboard has several tools for navigating and emphasizing information
when using PowerPoint. Use a stylus from the SMART Pen Tray, or one of the Floating Tools, to
annotate or emphasize information during your slide show. Once you've finished, you can advance to the
next slide and the annotations you made will disappear. Or, you have the option of saving your slide with
the annotations, either in PowerPoint or in Notebook software.

SMART Shortcuts for PowerPoint Software Users

When you open PowerPoint in Slide Show view on a SMART Board interactive whiteboard, you'll notice
that the SMART Shortcuts for PowerPoint Users dialog and the three-button toolbar appear.

As indicated in the SMART Shortcuts for PowerPoint Users dialog, the default
setting for slide navigation is the Double Press. This enables you to move forward
through a slide show by pressing twice on the whiteboard, making the second
press to the right of the first. To reverse through the slide show, simply make the
second press to the left of the first.

SMART Shortcuts for PowerPoint Users | %]
To advance your presentation: U fi t
se your finger to
% Double Press (second press to the right of the first) oK navigate between
MOTE: Toreverse, second press to the left of the first. PowerPoint slides
" Single Press

You can also use the Slide Show toolbar to move through your slide show. The two arrow buttons allow
you to navigate forward and backward through the presentation. The middle button provides access to a
menu of commands, including options to save annotations, access the PowerPoint menu or end the slide
show.

Attention-Getting
Previous —» / ‘ a ‘ w ‘ <4—Next Page .
Page

Menu of Commands

The Slide Show toolbar automatically appears O]
when you run a PowerPoint slide show
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Saving Annotations Made in PowerPoint Software

SMART Board interactive whiteboard users have two options when saving annotations made over
PowerPoint slides. You can:

save the annotations and the PowerPoint slide to a Notebook file
save the annotations into your PowerPoint file

The standard way to save notes is in Notebook software. When notes are saved in Notebook software,
they can be converted to text, moved and fully edited.

When notes are saved directly into a PowerPoint file, they become objects that can be moved, cut or
pasted. Save your notes directly into PowerPoint if you want them to appear as part of the slide show.
When you close the PowerPoint file after the presentation is over, you'll be prompted to save the file.
Capture to Mokebook
Sawe Annaoktations bo PowerPoink
Clear Annokations

PowerPaoint Commands r

Setkings L4
SMART Floating Tools

End Show

To capture your annotations and the slide background in SMART Notebook software, select Capture to

Notebook. To save your annotations into the PowerPoint file, select Save Annotations to PowerPoint.

PowerPoint-specific commands have been grouped in a submenu under PowerPoint Commands (see
below).

Capture to Motebook
Save Annokations to PowerPoink
Clear Annokations

PowerPaoint Commands Go ko Slide r
et R BlackUnblack Screen
=g : Prink Slide
SMART Floating Tools
Showw PowerPaint Menu
End Show

Select Go to Slide to quickly navigate to various slides in your presentation. When you select
Black/Unblack Screen, the SMART Board interactive whiteboard is blacked out and the presentation is
paused. Select this option again or double-click to resume the slide show. Select Print Slide to print the
current slide with your annotations to a connected printer.

Learner Workbook — SMART Board Interactive Whiteboard Training Package
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Select SMART Floating Tools to open the floating tools.

You will also notice a Settings submenu with the following options:

Capkure ko Mokebaook,
Sawe Bnnobations to PowerPoink
Restore Annotations

PowerPaoint Commands r

Settings 4 Double-Press to Advance

SMART Floating Tools v Show SMART Shartcuts ab Skark of Show
Auto-Save Annotations on Slide Advance
Transparent Toolbar

End Show

Select Double-Press to Advance to navigate between slides by double-pressing on the interactive
whiteboard. Deselect to navigate by pressing once on the whiteboard.

Select Show SMART Shortcuts at Start of Show to see the following dialog box whenever you start a
presentation:

SMART Shortcuts for PowerPoint Users x|

— To advance your prezentation:

' Double Press [zecond press to the right of the first] 0K
MOTE: Toreverze, second prezs to the left of the first.

" Single Press

Select Auto-Save Annotations on Slide Advance to automatically save annotations into the PowerPoint
file whenever you navigate to a different slide.

Select Transparent Toolbar to make the Slide Show toolbar transparent so that annotations can be seen
under the toolbar.

N
BERN =
N N
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Capturing Annotations Summary Chart

Function Applications

Word Excel Power Other

Point
@ Captures annotations and background into U U ) U
— Notebook software
:_5] Captures a screen area you've defined using | i 0 i
- your finger to Notebook software
é Sends annotations and background to the G G G U
default printer
EA _Conver_ts_annotations into typed text and 5 5 o) o)
inserts it into the document or spreadsheet
EJ Inserts annotations as an object into the U U o) o)
- document or spreadsheet
& Accesses a menu to capture annotations to G G U G
" |( '_ti) | LY ‘ Notebook software, or save annotations into
the PowerPoint slide show
Captures annotations and PowerPoint slide o) o) U o)
S T background to Notebook software
Clear Arnatations
e Captures annotations into the PowerPoint 0 0 3 0
E_Ea'-'c Anratstions ko F‘qwﬂF‘n‘nT:] slidpe show u u u u
Clear Arnatations
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Quiz: Working with Applications on Your SMART Board Interactive Whiteboard

1 Describe two ways to open your Web browser or any other Windows-based application using a
SMART Board interactive whiteboard.

2 Which of the Floating Tools is most valuable when highlighting information? Why?
3 Describe the function of each of the buttons of the Save/Print toolbar.
4 Describe how to capture your annotations and screen images into Notebook software.

5 Which button of the Save/Print toolbar must be used in order to allow you to convert your
handwriting to text?

Learner Workbook — SMART Board Interactive Whiteboard Training Package
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Answers: Working with Applications on Your SMART Board Interactive

Whiteboard

1 Open applications on your SMART Board interactive whiteboard in the same way that you open
applications at your desktop computer. The only difference is that you press the whiteboard
instead of clicking with your mouse. To open any application, press Start, Programs, and select
the application you'd like to open or double-press the desktop icon for that application.

2 Your answers will vary.

3 The Save/Print toolbar has screen capture, area capture and print buttons.

4 Press the Camera button in the Save/Print or Capture/Save toolbar to capture the screen (i.e.,
capture the annotations and background into Notebook software).

NOTE: The Save/Print or Capture/Save toolbar appears automatically when you remove a
stylus from the Pen Tray or select the Pen, Highlighter, Eraser or Draw Filled Rectangle tool
from the Floating Tools.

5 The screen capture (i.e., Camera) button must be used to capture any handwritten electronic ink
you'd like to convert to text in Notebook software.
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Using SMART Notebook
Software

When you've completed this module, you'll be able to:

Use the toolbars and menus in Notebook software to create and
enhance objects and navigate between the pages in your file

Create, move and change the color of objects within a
Notebook file

Insert and create templates in Notebook software

Export the contents of a Notebook file in a variety of formats
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Using Notebook Software

SMART Notebook software is an object-oriented application you can use to create, organize and save
notes — either on a SMART Board interactive whiteboard or at your desktop computer — and then send
those notes to a printer.

Notebook Page in Whiteboard View

Each Notebook file contains blank whiteboard pages that can be filled with objects. Handwritten notes,
typed text, graphics and clip art are all examples of objects that can be added to your Notebook file. One
of the key features of Notebook software is that you can add as many pages as you need to capture the
required information. Each Notebook page is surrounded by a toolbar, menu items and a Side Sorter — all
of which help you work with objects in your Notebook file. You can increase the size of a Notebook page
by clicking on the Grow Page button at the bottom of the page.

With Notebook software, you can easily move, copy and insert information within the same page or from
one page to another. Objects can also be grouped, resized, rotated and reformatted, and handwritten
notes can be converted to typed text.

,,,,,,,,,,,,,,,,,,,,,, 5 - == Standard Windows
SHSXERB 0 [AB DNREEG|Q [Feven ] Q(HI@ W Al
W N —] Toolbars
. Side Sorter
Thumbnails

object
—

Active Notebook Page

A

ssssssss

Side Sorter

The Side Sorter shows a thumbnail image of each page of the current Notebook file. To navigate to any
page within your file, simply press on its thumbnail image. You can move an object from the active page
to any other page within your file by dragging it onto any of the thumbnail images.

-0l x
l Page 516

g1 - N\ )4— Click here to move the Side Sorter to the other
side of the Window.

Test title

~

= | May 27 - 11:52 A

w

hiay 37 - 11:52 A

o

g A%jngsl >‘ Click the Attachments Thumbnail to view attachments.
N

=N

VA

The Side Sorter can be positioned on either side of your Notebook page. You can also drag the inner
edge of the Side Sorter to view all of the pages within your file. To reorder your Notebook pages, simply
press and drag any thumbnail to a new location on the Side Sorter.
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Simple Toolbar (with Big Buttons)

The Simple Toolbar gives you access to the basic functions of Notebook software. Select View, Simple
Toolbar to use the Simple Toolbar.

Saves your file

Cave Prints the current file or page to the

computer’s default printer
J=I

Reverses your previous actions Print

e

Linco Moves to the previous page

‘g of your file

Hack
\@

et

Moves to the next page of your file

Inserts a new blank page immediately after the
active page

Deletes the current active page Dﬂ’

oy

elete

3

Enables you to write on the interactive Select

whiteboard using your finger \ g

Pen

&0

Deletes the selected object(s) \ Erazer

Allows you to select objects

Erases in objects

Opens the Screen Capture tool
Delete

Capture

NN N NN
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Standard Windows Toolbars

The Standard Windows Toolbars are the default toolbars for Notebook software. They provide more

options than those available on the Simple Toolbar, including a zoom feature.

Filz | Edit Yiew Insert Format Draw  Help

RS HS X §BR(w @B PG| Q [Foevn -] Q| @|N

|T|.ﬁﬁi?|l:l@\ Shapes -

FLERE PR,

Menus

Notebook menus provide access to many of the same tools and features found on the Simple Toolbar
and Standard Windows Toolbars, as well as some tools that are not available through either toolbar. For
example, the Insert Menu allows you to insert a picture from file, or a picture from an attached scanner,
directly into your Notebook file.

= Untitled - SMART Motebook

Eil=  Edit

Menu Item

File

Draw  Help

Access this menu to

open new or existing files
export content to a variety of file formats

print files or modify print settings

Edit

undo or redo previous actions

cut, copy, paste or delete selected objects or all objects on the
page
add a page title to your Notebook page

View

change the current view (Whiteboard, Page Sorter, Attachments
or Full Screen) or toolbars

launch screen capture, screen shade or gallery tools

use zoom to magnify or reduce your view of page contents

Insert

add blank page(s), templates, clip art, graphics files or hyperlinks

Format

change font properties (type, size, bold, italic), color, line width,
fill, background color or transparency

Draw

create rectangles, ellipses, lines, shapes and text
select, reorder, group or ungroup objects

access Pen or Highlighter tools

Help

access online tutorials or information about Notebook software

Microsoft Windows users will be familiar with most of these menu items. Many are common to Windows-
based applications. You are encouraged to experiment with all aspects of the Notebook software
interface, including the toolbars and menu items, to familiarize yourself with these functions.
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Creating and Editing Content with Notebook Software

Notebook software is an object-oriented software application. This means that you can move and change
the characteristics of the objects you add to your Notebook file. Notebook software also provides a variety
of methods for capturing information. It will accept screen and print captures, graphics files and images
from scanners.

Handwriting Recognition

Once you've used a stylus from the Pen Tray, or the Pen tool, to add handwritten text to your Notebook
software application, you have the option of having your handwriting recognized as text. Press the “A”
icon in the top-right corner of the text object to convert your handwriting to text. Choose the conversion
alternative you want from those listed and your handwriting will be converted to text.

£2 HandwritingRecog.xbk - SMART Notebool JSi1=1E| B 7= HandwritingRecog.xbk * - SMART Noteb —lof x| 2 HandwritingRecog.xbk * - SMART Notebo - g%
File Edit View Insert Format Draw Help File Edit View Irsert Format Draw Help File Edit View Insert Format |Draw Help

= Page e jun 2509 P Page ot Page Tile: un 25103 P Page 1012 |
o~ = R |

hd 5, =
7\%/@ (| your note ,

[Attachments
ol 2=
« ;l_l g

4

m

o XN il
|

g loioe i g
flexn-Pleisn

.
o [Atachments
of| [=
‘ (0)
< JJ -
/

N
=
g 2
8|5
N

Converting your handwriting to text
NOTE: Handwriting recognition only works when using Notebook software on a SMART Board interactive
whiteboard.
Changing the Characteristics of Objects in Notebook Software

Notebook software allows you to change the characteristics of objects you've added to your file. To begin,
press any object on your Notebook page and it will be surrounded by a selection box.

Resizing Objects

Resize an object by selecting the circular grab handle at the bottom right of the selection box, then
dragging your finger to expand or contract the object.

O
® (&)
&)
(sl \(2 5l
Press here to resize the s:i\cted object
O

28 Learner Workbook — SMART Board Interactive Whiteboard Training Package



Rotating Objects

Notebook software also allows you to rotate the objects in your file. Rotate an object by selecting the
Rotation Handle (the green circle at the top of the selection box) and then dragging your finger around to
the right or left.

Vﬂ— Press the Rotation Handle and drag and drop to rotate
the selected obiject(s)

Rich Text Editing

Notebook supports rich text editing. For instance, you may want to emphasize the information in your
Notebook file with different fonts and colors.

this is an example of rich text

Locking the Position of Text Objects

You can create a form within your Notebook file by locking blank text boxes in position. Select Draw, Text
to create a blank text box with your next press. Use the selection box to drag the blank object to the
desired width. Right-mouse click on the text box and select Lock Position or select Format, Lock
Position to anchor that blank text box in place.

You can lock any text object in place. A gray box surrounds the text object, indicating that it has been
locked in place. Once locked, text objects may be resized, rotated and edited; however, they may not be
moved on or between pages until they are unlocked.

Gray box signifies a “lock

lock postion text box |«—— posiion text object
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Importing Images
You have a number of choices when it comes to adding content to your Notebook file. You can:

capture application windows plus your annotations into a Notebook file using the Save/Print toolbar or
the Capture/Save toolbar, depending on the application with which you are working

capture entire screens, windows or screen regions using the Screen Capture tool

print entire multi-page Windows files directly into a Notebook file with the Print Capture function
use the Insert menu to import an image directly from an attached scanner into a Notebook file
use the Insert menu to import graphics or clip art directly into a Notebook file

cut or copy either text or graphics to the clipboard and then paste the contents into a Notebook file

Screen Capture

The Screen Capture toolbar allows you to capture a picture of a full screen, a window or a portion of a
screen to a Notebook page. To access the Screen Capture toolbar, press the Capture button on the
Simple Toolbar or select View, Screen Capture.

iArea H Window | Screen

Selected by Default P Save Pictures to Mew Pags

The default setting will save each screen capture to a new Notebook page. To save your screen
capture(s) to the current page, de-select the Save Pictures to New Page check box. With this check box
de-selected, each newly captured image will be “stacked” in the top-left corner of the current Notebook
page.

NOTE: The Screen Capture toolbar will float over all open applications.

Tool Function

Press and drag to outline the area you want to capture. Release pressure once the

Area area is selected.

o Press within the window you want to capture. Release pressure once the desired
v ;
Window window appears as a hatched area.

Navigate to the screen you want to capture and press on it to make it the active
Sereen screen. Press the Screen button.
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Print Capture

Print Capture allows you to add entire multi-page files from other applications to the end of the current
Notebook file. All pages of the imported file can be immediately viewed - one printed page per Notebook

page.

Notebook software must be open to accept a SMART Notebook Print Capture. To Print Capture a
document, open the associated application and select File, Print. When the Print dialog appears, select
SMART Notebook Print Capture from the drop-down menu of available printers. Press OK to begin the

Print Capture.

Select SMART
Notebook Print
Capture from
available printers

Print

rPrinter

‘ﬂame———ﬂ S5 SMBRT Motebaok Print Capture

Status: User Intervention

Type: SMART Motebook Print Capture
‘Where: SMART Capture

Comment:  SMART Notebook Print Capture

[ Page ranges
o gl

("'Curre_nt page " Selection

"~ Pages: I

Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12

Print what: IDDcument

Qptions. ., |

j Prink:

B
v! Propetties |
[~ Print ko file
e
Mumber of copies: 5‘
ﬁ WV cCollate
B
IAII pages in range j
cous_|

Working With the Information in Your Notebook File

SMART Notebook allows you to customize the information you've added to your file. The next section
discusses some of the features and functions available when working with the information in your

Notebook file.
Page Titles

Each page in your Notebook file is titled with a date and time stamp by default. To rename the page,
simply click in the title area at the top of the page and type a new title. You can also select Edit, Page

Title.

I= pageTitle.xbk - SMART Notebook

File EBdit Wiew Iogert Format Draw  Help
L] 1 Page Title: Jul 2-9:47 AM

Save

Date and time stamp for page title by
default
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File Edit Wiew Insert Format Craw  Help

(= ’ Page Title: pageTitle

Page title changed to reflect page content
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Hyperlinks in Notebook Software

Notebook software supports hyperlinks. You can associate a hyperlink with any object you've added to
you Notebook file. Enter a full Internet address (e.g., http://www.smarttech.com) and an active link will be
attached to the text object. Press to launch your Web browser.

You can also associate a link with any other object in your Notebook file. Simply right-mouse click on the
selected object, select Hyperlink, and type the URL.

E Page Title: Hyperlinking

Sawve

= ®

Print

Ty
Lincio

; .smarttech.com

Back Press to launch your Web browser

[

Mezxt

Insert Hyperlink x|

[
Blank
et

Address: hitkp: f v, ef fectivemesatings, com

Remove Hyperlink | (0] 4 I Cancel |

Creating and Viewing Attachments

You can attach files, links to files or links to Internet Web pages to your Notebook file. Select View,
Attachments or click on the Attachments Thumbnail at the bottom of the Side Sorter to add or edit files or

hyperlinks attached to your Notebook file.
Use the buttons on the left side of the Attachments view or select Insert and then choose to insert a copy

of afile, a file shortcut or a URL. Browse to the file location to insert a file or a shortcut, or enter a URL.
To open the file or Web site, simply double-click the name of the file.

F= Untitled * - SMART Notebook : -8 x|

File Edit Yiew Insert Help
Page 1 of 1

Attachments
Save - d — e size | Date 1 _
nge L@ - A5 |samPLE ExCEL SHEET 45 27KB  5/27/2003 5:16:02 PM
L
Attachments Eﬂ SMART Technalagies Web site URL  5{27/2003 5:16:23 PM by 37 - 4:42 Pht

[ﬂ]@ This page containg files and URL

File: shortouts related to the Motebool file
pou are working on. [t allows pou to

% store &l the files you will need for your

LURL | lesson or presentation in a single,

self-contained document.

To add an item, dhag and drop it anta Double-click here to open the file.

this page or select one of the insert

izons in the toolbar,

Attachments
(2]

Ready
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Gallery Collections

With a Gallery collection, you can quickly develop and deliver a lesson or presentation that is rich in
graphic detail. The Gallery function of Notebook software organizes page templates and images in
collections of related materials. Open a collection, and then use its page templates as background
images and place its images anywhere in your Notebook file.

For example, a math teacher could use a collection to place images of shapes over a page template that
looks like graph paper and students could measure the shapes using an image of a transparent protractor
— all by working with the same collection.

You can use one of the collections included with Notebook software, modify a collection to suit your
individual needs or assemble a new one.

Opening a Gallery Collection

Press (8 (default view) or select View, Gallery (Simple Toolbar view) to open the Gallery
dialog box. ISelect File, Open and browse to the directory in which you have your
collections.

Inserting Templates and Images from a Gallery Collection

To use a Gallery template as your page background, click the Page Templates tab, then
drag a template thumbnail onto the current page in the Whiteboard view. Click the Images
tab to see images that may be useful to you on that page. Drag any image onto the current
page.

f= Untitled * - SMART Notebook = | = |i(]
File Edit Yiew Insert Format Draw Help

E Page Title: Using the Gallery Page 1 of 1

S = i

e A Gallery - b ath s 1ol x| ~lln :

= File Edit Help _____‘_‘_:

Print

o' Using the Galle
Unclo

{l Page Templates Images |

Eack

AL A

Blank Right lznscoles Equilateral

[elete
L3
Select
pa

Pen

Scalene Protractor Square

Eraser

Delete

| i i T | I

Capture s i Attachments

| 2 -~ (0
« | _’I_I @

|Raady
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Creating Templates

If there are page layouts you use often, you can preserve them by saving them as Templates. You can
also save a group of page templates along with corresponding images as a Gallery collection.

To save a Notebook page as a template file:

1 From the File menu, select Save Page As Template. The Save As dialog will appear.
2 Select the folder in which you’'d like to save your template file.

3 Type a name for the template in the File Name field.
4

Press the Save button.

Assembling New Gallery Collections

You can create new collections by importing templates and corresponding images. From the Gallery
dialog box, select File, New. Select Edit, Import Image or Edit, Import Template to find an existing
image or template and import it into the Gallery area. Once you've imported all of the files you want, save
your collection by selecting File, Save and completing the Save dialog box.

You can import any collection into an existing collection using the Import Additional Collection feature
under the Edit menu. You might do this to have related templates and images easily available to you. For
example, a K-12 math teacher may have a collection of shapes for younger grades, and may wish to add
those shapes to a geometry collection to teach the formulas for area and parameter to older students.

You can add any object to the Gallery by dragging and dropping it from your Notebook file.

1ol

File Edit Insert Help

Page Templates Pictures |

—» o

WL O
1™

Drag and drop to add to the Gallery
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Presenting Information With Notebook Software

Notebook software is an effective presentation medium. There are a number of features and
functions built into the application which are useful to presenters using Notebook software on
a SMART Board interactive whiteboard.

Full Screen View

Full Screen is the optimal view for delivering a presentation. It lets people see your presentation without
the distraction of toolbars, menus and the Side Sorter. Use the Full Screen toolbar to navigate through
the contents of a presentation and access menu commands.

The Full Screen button in the center of the toolbar enables you to access a menu that includes
commands for ending Full Screen view, accessing drawing tools, opening a Gallery collection and
formatting objects.

1/1 - 3:0Z PMBE|
4= -
_—'_ solect  Cue

Wigw Gallery Pen Ckrl+2
Browse for Page Template. .. Highlighter CErl+3
Blank Page
Eraser Chrl+4
Lime Width 3
Fil Colar RE.!-:l:angle Chr+5
Current- Colors.. E_Illpse Chrl+6
Line Chr+7
Screen Shade Shapes... Ckrl+&
End Full Screen Esc Text Chr+9

NOTE: If you accidentally close the Full Screen toolbar, you can return to Whiteboard view by pressing
the Esc key on the keyboard.

Screen Shade

Use the screen shade to focus the attention of your audience. With this feature, you can
insert a pull-down shade over the current page and gradually drag the shade to reveal the
underlying text and graphics. Select View, Screen Shade to hide information on your
Notebook page. Use your finger to drag the shade downwards as you reveal your
information.

& Untitled * - SMART Motebook

File Edit W¥ew Insert Format Draw  Help

B Page Title: Using Screen Shade

Save
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Print *
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Sharing Your Notebook File

Notebook software provides several options for sharing the contents of your file with others. Saving your
files as Notebook files will ensure that colleagues are able to access content and make and save
changes. Of course, this requires that Notebook software is installed on the other computers.

Printing

To print the contents of your Notebook file, simply press the Print button or select File, Print. You'll see
the same Print dialog that appears when you print other documents. Press OK to send your file to the
default printer. You can choose any of the available printers by pressing the drop-down menu and
selecting the printer you'd like to use. Set your printing preferences as you normally do and press OK to
send your print job to the printer.

Saving Your Notebook File

The first time you save your Notebook file, you'll see the Save dialog. Subsequent presses of the Save
button, or selection of the Save function under the File menu, will save any changes to the same
Notebook file.

File Edit Wiew Insert Format Draw

1= Zkrl-+-M
Qpen.., Chrl+ O

Saveg...

Save Page as Template, .,

Export (PDF, HTML, Images)...

Prink. .. Ckrl+P

Recent Fle

Exit
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Exporting your Notebook File

You can export your Notebook file in a variety of digital formats. For example, you can export the contents
of your file as a series of image or HTML files, or as a PDF file. The Export function is useful if you want
to share information with users outside your organization. Select File, Export and select the file format to
be used, then press OK.

File Edit Yiew Insert Format Draw

T CErlHM
Dpern. .. Chr+D
Save Chrl+3
Save As...

Save Page as Template. ..

‘ Ex po rk I: POF 0 HTML

Print. .. kP
Recent File
Ezxit
W |
—Export \

HTML < Choose file format to use for export from tr

drop-down menu
Browse. .. |

~Scheduled Expoart \//

@ Bukamatically Export

A
Frequency: |SI.-'-.I|I:|:I'| page j

Choose the frequency of “automatic exports f
this drop-down menu

A

ik Cancel

Check this box to automatically export the
contents of your Notebook file
Automatically Exporting your Notebook File

You can automatically export your Notebook file at a specific time interval or whenever you open a
different page. Select File, Auto Export and complete the dialog, identifying how frequently you want the
export to occur, your preferred export type and the directory location of the file.
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Quiz: Notebook Software

1

2

List two ways to add a text object to a Notebook page.

Describe how to move objects on and between Notebook pages.

Name the toolbars available to Notebook software users.

How do you access the Screen Capture toolbar?

Describe a benefit of using Print Capture to bring information into a Notebook file.

Describe how to save your Notebook file as a PDF file.
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Answers: Notebook Software

1 You can add text objects to a Notebook file in several ways. For example, you can add text
objects using the SMART Keyboard, the keyboard attached to the computer, or by handwriting
recognition of words written with a stylus from the Pen Tray, the Pen tool in Notebook software or
some of the Floating Tools.

2 Drag and drop to move objects on and between Notebook pages.

3 The Simple Toolbar and the Standard Windows Toolbars are available to Notebook software users.

4 To access the Screen Capture toolbar, press the Capture button on the Simple Toolbar or select
View, Screen Capture.

5 Print Capture allows you to capture an entire file into Notebook software rather than simply what
appears on one screen.

6 Select File, Export, PDF to save a Notebook file as a PDF file.
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Advanced Concepts with
SMART Board Tools

When you've completed this module, you'll be able to:

Access and use the SMART Board tools
Add tools to the Editable Floating Toolbar and create a user profile

Modify the SMART Pen Tray settings and the SMART Board
interactive whiteboard settings

Create a video with SMART Recorder

Annotate over video with SMART Video Player
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Advanced Concepts with SMART Board Tools

The SMART Board tools provide quick access to the functions that help you operate the interactive
whiteboard more effectively. In this module you'll explore the SMART Board tools in more detail. You'll
learn about advanced options and how to customize and save settings for the SMART Board tools.

Accessing the SMART Board Tools

To access the SMART Board tools, double-press the SMART Board icon in the Windows System Tray.

R 347 PM

=@y

If the SMART Board icon doesn’t appear in the System Tray, press Start, Programs, SMART Board
Software, and select SMART Board Tools.

The SMART Board tools will appear.

ﬂ Hoteboolk...

|
? Becarder... |
, Yideo Player... |
_E Fevboard... |
E‘E Floating Toals. .. |

Contral Parnel...

Tool Function

Notebook Opens Notebook software

Recorder Opens SMART Recorder

Video Player Opens SMART Video Player

Keyboard Opens the SMART Keyboard

Floating Tools Opens the Floating Tools

Control Panel Provides access to settings for the interactive whiteboard, SMART
Pen Tray, Floating Tools and SMART Aware

Orient Launches the orientation process
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Notebook

Notebook software is an object-oriented application you can use to:
record, edit and save information written on a SMART Board interactive whiteboard
capture annotations and/or material from other sources

import screen- and/or print-captured information

| # & 2| OO N Shepes - obc | = B | Al

Page Title: 1. ?4 - 2:39 PH

ElERCPEY

[ Side Sorter
Thumbnail
Sandard .
Windows
Toolbars ~
< Active
® Notebook Page
object |
_______________________ o

Attachments

@ (0]

Ready

Notebook software ships with every SMART Board interactive whiteboard. It is a useful tool for capturing
notes and minutes during a meeting, and for preparing presentations that encourage patrticipation in the
classroom or the boardroom.
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SMART Recorder

SMART Recorder allows you to record everything you do on the SMART Board interactive whiteboard, as

well as a recording of your voice, as a standard Audio Video Interleave (AVI) file. AVI files can be played
back using Windows Media Player, which is available free of charge from
www.windowsmedia.com/download.

SMART Recorder’s three-button interface is easy to use. The Record, Pause and Stop buttons allow you
to control the recording process.

[0 x|
@ | | |
Recard Pause Stop
- m
| 0:00:00 L e

The Options drop-down menu enables you to modify sound, video and file settings from the Recording
Quality, Video Format and Target Files tabs. Each tab also contains a Restore Defaults button.

Recording Quality

You can select a quality setting for both audio and video. For instance, you can record without audio and
set a custom level (in frames per second) for video quality.

Options [ x|

Recording Quality | “ideo Format I Target Filesl

Higher sound quality will rezult in a larger file size.

u ||| b Standard |1 ecommended) Press to access sound quality
Sound Quality settlngs
The best way to improve the responsiveness of
your computer while recording is to reduce the
ﬂ frame rate. The file size iz alzo reduced.
Video Qualty IAutDmatic Selection [Recommended] ;F PL:eaTIf t(;eat;:i?]ezs video
I~ Custors |0 [Frames Fen Secand] q y 9
FRestore Defaults |

Ok I Cancel | Help
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Video Format

Select Microsoft AVl or SMART Recorder AVI as the video format. Both types of video can be played
back using Windows Media Player. SMART Recorder Video employs an algorithm that results in smaller
file sizes but can be played back only on computers that have SMART Board software installed.

Recording Quality Vt‘\g;o Farmat | Target Files l

rosoft Yideo [ awi] Creates a more compressed file
thqt can only b_e viewec! with
KT Fiecorder Video [* avil indoves Media Player if

SMART Board software iz alzo

o f

x|

e all | "
ek athe-trtin Tttt

To convert either 241 file format to ‘WY format for streaming, download
Windows Media Encoder from Microsoft at
iy, microzoft, comAwindowsAvindowsmedia/E N Awm? fencoder. asp.

Creates a more compressed A4 file and installz the software component
needed ta view that file in \Windows Media Player, Use this format if any of
the people you want to share the file with do not have SMART Board

software.
Create Pack and Show |
ok I Cancel | Help
Target Files

Press to select the
video format

From the Target Files tab, you can define where your videos will be saved. The default directories may be
changed. This tab also enables you to set low disk space warnings.

Options [ %]

Recording Quality I Video Format  Target Files

Tempaorary Files Directary:

Default S ave Directory:
C:AMy Documents' ( Browse...

IE:\WINDDWS\TEMP\ Erowse...
beginning of every session;
if free disk space is below: 500 ME
‘wihile recording:
Pauze recording when free disk space falls below: 100 ME

Bestore Defaults |
QK I Cancel | Help

Press to change the Default Save
Directory or the Temporary Files Directory

Press to enable low disk space warning
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SMART Video Player

SMART Video Player is a convenient tool for viewing and annotating over moving and still video. You can
use it to play standard video files or the output from video hardware connected to your system. SMART
Video Player is compatible with video cameras, projectors, scanners and document cameras.

Opening Video Player

press the Video Player button in the SMART Board tools.

17 SMART ¥ideo Player =10l x]
File Options  Help

SMART

Video Player

Select a wideo file or hardware zource from the File menu

Playing Video Files

To open a video file in SMART Video Player, select File, Open. Then browse to the appropriate directory
and open the file.

Your video will play in the SMART Video Player window.

NOTE: You can also open a file by dragging it from Windows Explorer into the SMART Video Player
window.

While a video is playing, you can pause it by pressing the Pause button on the Control toolbar.

1l FPauze | £ Capture | # Clear | E Full Screen |
T I 115/ 0:28

The Pause button toggles to a Play button when the video is paused.
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If you play your video during a meeting or while making a presentation, you might want to emphasize a
point or explain a concept in more detail. Just pick up a stylus from the SMART Pen Tray and write on top
of the video image. You can also press the Pen, Highlighter or Draw Filled Rectangle buttons in the
Floating Tools to add annotations.

NOTE: If you make many annotations during a short period of time, the width of the annotation lines is
reduced to prevent excessive demand on the computer’s processor.

If you'd like the video to pause whenever you pick up a stylus or eraser from the Pen Tray (or when you
select a button in the Floating Tools), do the following:

1 Select Video Player Settings from the Options menu.

¥ideo Player Settings X|

v Always on Top

¥ Pause when Tool(z] Lifted

[~ Fade Out Annotations

Begin after I "I Second(z]
Contirue far I vI Second(s]

[~ Femove Toolbar in Full Screen Mode

After I - I Second(s]

[~ Remember Last Hardware Source

] I Cancel | Help

2 Select the Pause when Tool(s) Lifted check box.
3 Press OK.

You can easily remove or restore the annotations you make over a video by pressing the Clear/Restore
button. The Clear/Restore button toggles between the Clear and Restore functions.

You can also save the annotations you make over a video. To do this, press the Capture button. The
video will pause while the annotations are captured into Notebook software.
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Fading Out Annotations

As the video plays, you might want your annotations to disappear without having to press the Clear
button. If so, use the Fade Out option. When this option is selected, your annotations will gradually fade
and disappeatr.

To enable/disable the Fade Out option:

1 From the Options menu, select Video Player Settings. The Video Player Settings dialog will appear.
Select or de-select the Fade Out Annotations check box.

3 Designate the amount of time (in seconds) that should pass before the ink begins to fade and how
long it should take to fade.

4 Press OK.

Controlling the Screen Size of Your Video

SMART Video Player includes three views: 100%, 200% and Full Screen. To control the viewing size of
your video, select a view option from the Options menu.

=10l |

{7} SMART Video Player

File | Cptions  Help
| vew I T om
b

200%

YWidea FI Setki
B it-n Full Screen

Lontents | Search
MATEF INTOFM , show Controls Toolbar

Sbcut Peactors L‘E
Eape Uoneeple
Changing Priritars

i Fn
Coancoting ¢ Jenter
Hour Prniere Tiffer

Tt Printa- T raes et

P Flay | Capture | > Clear | 7] Full Sereen |
I o:o0 /028

If you select 100% or 200%, the video plays in a window that includes a title bar, menu bar, toolbar and
status bar. However, the Full Screen view uses the entire whiteboard or screen, so neither the menu nor
the toolbar are visible.

When you select the Full Screen view, a toolbar appears with buttons for playing and pausing the video,
as well as for capturing and clearing your annotations. This toolbar also includes a button for returning to
normal view.

x
> | @ x| =

NOTE: You can drag this toolbar to any location on your screen.
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Using Input from Video Hardware

When you connect a video hardware device (such as a VCR or video camera) to your system, SMART
Video Player detects the device and adds it to the File menu. Select the hardware device you want from
this menu, or select File, Select Video Hardware.

NOTE: If you connect a video hardware device to your computer, and it doesn’'t appear in the File menu,
try reconnecting the device. You may also alter the settings so that SMART Video Player automatically
selects the last video hardware source used.

Select Video Source Settings from the Options menu to configure the video source settings. The Video
Source Settings Panel dialog contains options for controlling the video format, frame rate and output size

parameters.

You can control a video playing from a hardware source in much the same way as you would control a
video from a file. Just press the Play and Pause buttons to start and stop the video, and annotate over the
video as you would with a video from a file. (You can also capture these annotations by pressing the
Capture button.)

Keyboard
The SMART Keyboard enables you to:

enter data into any software application
Press here to access

type text while at the whiteboard handwriting recognition

convert handwriting to text

=100
edit converted handwriting Elﬂlﬂlﬂlﬂlﬂlﬁlﬂlmlﬂlmlmlgl@\w'z% | == e
a2 s e s ez s e o ] =] e | mure] tone] faue 0] x
| afwla|e|tfylulilafef o] 1] v | we e AE
o s s aleleln] x| e | psef | s|e
& |z|afelv|ofalm|. [ [s] < ] 2
col |l an |an| BB em | <] +]| =]

D'—'J‘-‘un—.‘lEl

Use a stylus from the Pen Tray or your finger to enter handwritten text here

= SMART Keyboard

Recognized text will appear in Press the Commit button to
these spaces input your data directly into
the active application

NOTE: You can also access the SMART Keyboard by pressing the Keyboard button on the Pen Tray.
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Floating Tools

The Floating Tools offer a portable, customizable palette of tools that floats over all applications on your
whiteboard and allows you to perform a wide variety of operations.

The default Floating Tools palette offers features that you won't find in the Pen Tray and that you may find
indispensable, such as a large screen pointer (for presentations), a highlighter and a spotlight.

Highlighter Eraser
Pen “ |/’_Right Mouse
Eparardls

Launch Spotlight Use Mouse Cursor

Screen Pointer Restore/Clear Annotations

You can add to the default Floating Tools palette and save the changed toolbar as a user profile. This
ensures quick and easy access to the tools you use most often.

To add tools, press the Control Panel button in the SMART Board tools and select the Floating Tools tab.
Any or all of the tools listed may be dragged from the List of Tools and dropped onto the Editable Floating
Toolbar.

If you save your edited Floating Toolbar as a user profile, your customized toolbar will be available every
time you use the interactive whiteboard.

NOTE: Remember to save your customized toolbar as a user profile, or the default Floating Tools will
appear the next time you press the Floating Tools button.

Tools dragged from the
List of Tools and dropped

Default Floating onto the Editable Floating
Tools Toolbar/
v ararals|ii=1rgl::
[EEERIEEE
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Control Panel

The Control Panel button provides access to the Boards, Pen Tray, Floating Tools and Aware tabs. From
each of these tabs, you can confirm and modify SMART Board settings. These settings are described
below. Changes made to the Pen Tray and Floating Tools tabs may be saved as a user profile.

Boards
Shows that this whiteboard has

been successfully connected to
uUsB

SMART Board Control Panel

Boards IPen Tray | Floating Tools I Aware I Display Controllers

< Launches the orientation process

Crient...

Advanced... |

Indicates mode of operation

~Made Serial Porks
‘o pmje&é(muse Modz) e Edit connections to serial ports here

- Mon-Projected (whiteboard Made) Disconnect |

—Status
This SMART Board interactive whiteboard is Any issues associated with the
working propetly, Log... ) . :
\ whiteboard and its connection to
T ——

your computer will appear in this log

WBOGI‘JM ok | Heb | abou Indicates the current status of

the whiteboard

Pen Tray — Styluses

Define a width for the eraser or set it to automatically
size to the interactive whiteboard size

SMART Board Control Paael

Boards Fen Tray | Floating Tools I Aware I Display Controllers I

Select any stylus and change its width, color
and highlighter settings

et I3 3: ¢ Set the width of the electronic ink

for each stylus

Highlighter: [ Sciect this to make the s¢s———————| Select this check box to make the
. appear transparent. . . .
selected stylus a highlighter with
transparent ink

Color:

- Set the color for each stylus

Sample:
. A-Bb 2T RBy_EeTF <4—— | Shows current stylus settings — color and width
== 4 of electronic ink
|
::M| Defaulrsé I Press here to restore the default
settings of the selected button
v Smooth Ink LUser Profiles: IDeFault Profile (Read-onlyd — I\\

Select Save As from the drop-down menu to

e save your preferences as a user profile
SMART Roard ok | ve | ebou | yourp P
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Pen Tray — Buttons

SMART Board Control Panel

Boards Pen Tray IFIDating Tools I Aumare I Display Contrallers I

—Projected Mode:

Eoard with a projector.,

Select the bukkon Functions when using a SMART

Top / Right: |Keyboard

-|
L

Print Page
Mexk Page
Previous Page
Clear Screen
Right Mouse
Float Maouse

(-]
P

Bottam | Left:

—whiteboard Made: -

Select the button Ful
Board with dry-erasdmiddle Maouse

Top [ Right: INew Page

L4

Botbom / Left: |print Page

Drefaulks |

¥ smoathlInk User Profiles: IDeFauIt Profile {Read-only)

Board’ o 1 v |

Aot |

Press here to define Pen Tray button functions

Floating Tools

SMART Board Control Panel
EBoards I Fen Tray  Floating Tools |Aware I Display Contrallers I

Drag and drop the tools onta the editable floating tool bar. To add a new
row of icons, drop a button on the drag bar at the left side of the floating
tools. To remawe an icon, drag it ko the trash bin.

List of Tools:
|I| Wertical Separator f’BIue Pen # Pen 4|/
[—IHaorizontal Separator ,{’Red Pen yHighIighter
."Black Pen Green Pen &P Eraser
K
—Editable Floating Toalbar
= i

IOEED e

A o o
@ User Profiles: IDeFauIt Profile (Read-only) j

SMART Brord’ [0 | _ow

Press here to access a drop-down menu
and select the function you'd like to
ascribe to the Top / Right button.
Repeat for the Bottom / Left button.

Pen Tray buttons can also be customized for
whiteboard or non-projected use. Non-projected use
is not covered in this manual.

Select Save As from the drop-down
menu to save your preferences as a
user profile

Drag tools from the List of
Tools and drop them onto
the Editable Floating
Toolbar

Remove tools by dragging
them from the Editable
Floating Toolbar and dropping
them into the trash bin

Select Save As from the
drop-down menu to save
your Editable Floating

Toolbar as a user profile
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Aware

SMART Aware applications are those that work transparently with your SMART Board interactive
whiteboard. SMART Aware applications allow the user to work with, and input data directly into, the
application. NOTE: Refer to the SMART Board User’s Guide or online Help for detailed information about
SMART Aware

SMART Board Control Panel b x|

B{%rds | Pen Traw I Floating Tools — Aware |Display Controllers |

f = SMART Aware allows your board ko work transparently with
l’ | SMART Aware applications.

¥ Enable SMART Aware < Selected by default

Open the SMART Aware preferences.

Aware Preferences | < Press here to access the

Aware Preferences dialog

The SMART Aware interface remains hidden by default. To access
SMART Aware and change Aware settings, click the "Show Active
Aware Applications” butkon.

Show Active Aware Applications

SMART Board ] s | o

v

e preferences zl

State lcon  Application Name Indicates the application will be board-aware
- [i.e.. enabled)
¥4 Netheeting %
Press here to see a list of ’7@ Indicates the apglication wil NOT be
. . . board-aware (i.e.. disabled)
active Aware applications v Q MONM Shalcd A
» . Double-click on the application name or icon to switch
\/ PowerFaint «| between enabled and disabled.
— PawerPaint Setting;
¥ Double-press to advance to the next slide? ¥ Shaw the PowerPoint tonl bar?
F Aware !EI Check this option to use a double-press instead of ~ Check this option to display the PowerPoint toolbar
n a single-press to advance ta the next PowerPaoint when you are using the Pen Tray pens or Floating
DOptions  Help slide in Slide Show view. Tools in Slide Show view.
R A s Show the SMART Shartcuts Message Box
v PowerPoint Active L i
Defaults oK I Cancel Aply
For Help. press F1 o
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Orient

It is important to ensure that your whiteboard is properly oriented. Orientation ensures that your finger
press on the surface actually occurs where you intend. This is necessary when you are working with
applications on the interactive whiteboard. It may help to view the orientation process as “fine-tuning” the
whiteboard.

Press the Orient button in the SMART Board tools to launch the orientation process. In most cases, this
4-point orientation will be sufficient. If you feel you require a greater level of precision, press the Control
Panel button in the SMART Board tools, press the Advanced button, and then select Board Settings. In
the Edit Advanced Board Settings dialog, select the Pick the Orientation Precision tab to choose the
Standard (9 Points) or Fine (20 Points) level of precision.

Edit Advanced Board Settings x|

Pick the Orientation Precision | Set Up Icon Strips I Arrange Mulkipls Boards I

 Guick (4 Painks)

' standard (9 Points)

" Fine {20 Points)

Select the level of precision you want to use during the orientation.

Higher numbers of points will result in mare accurate tracking, but will kake
more time ko complete.,

Ok I Cancel | Apply l Help |

The figure below represents what you'll see upon choosing the Standard (9 Points) orientation. Press the
center of each cross to orient the interactive whiteboard.

+4

Press center of target and release.
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Quiz: Advanced Concepts with SMART Board Tools

1 Where do you find the SMART Board icon?

2 How many tools make up the SMART Board tools?

3 How do you access the Pen Tray and Floating Tools settings?
4 How do you make changes to the Editable Floating toolbar?

5 What factors might you consider when deciding whether or not to convert the AVI format files you've
made with SMART Recorder to WMV format?
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Answers: Advanced Concepts with SMART Board Tools

1 The SMART Board icon is found in the Windows System Tray.
2 Seven tools make up the SMART Board tools.

3 Press the Control Panel button in the SMART Board tools to access the Pen Tray and Floating
Tools settings.

4 Press the Control Panel button and select the Floating Tools tab to access the Editable Floating
toolbar. Drag and drop tools onto the Editable Floating Toolbar, or drag tools to the trash bin to
remove them.

5 A desire to reduce the “size on disk” of your video output and to make it available for distribution in
streaming video format are two reasons you might consider converting SMART Recorder output
from AVI to WMV format.
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Additional Resources

This section will introduce you to:
The SMART Training Center

EdCompass, an online community for educators using SMART
products

SMART Ideas® Software
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Additional Resources

From additional training materials on the SMART Web site, to an online community for educators, to a
free version of SMART ldeas® concept-mapping software for use on a SMART Board interactive
whiteboard, SMART has a number of resources to support your use of SMART products in the classroom.

The SMART Training Center

You can access additional training materials from SMART's Web site at

www.smarttech.com/trainingcenter. Click Download Free Training Materials and select your operating

system from the links available. You will have access to Quick References and Hands-on Practice

materials in PDF format.

Quick References are simple, visual tools that cover features of SMART products on 1-2
pages. Simply print them out and keep them with you for easy reference. These make great
handouts for when you share what you've learned with your peers.

Hands-on Practice exercises provide step-by-step activities, much like what you'll see at the
back of this workbook, so you can review and practice what you've learned.

EdCompass Online Community

EdCompass is an online community for educators using SMART products. It was designed
for you to:

interact with other educators and with SMART
access educator-created learning resources
exchange ideas and share exemplary teaching practices, and

discover new ways of using SMART products to improve learning in your classroom.

 EdCompass - Microsoft Internet Explorer i
File Edit Yiew Favorites Tools Help ﬁ
dmback - o= - (5 at | Qisearch [hlFavorites EMedia (4 | B S = E

Links @maquest @Guugls |A\:I\:Iress I’gj http:fjedcompass.smatttech. com/ j PGD
EDCompass” =

An online community for educators using SMART products

Contact Us

Bulletin Board

Learning Resources Programs

Share your experiences!
Irteract with other educators and with SMART. Access educator-created learning resources, exchance ideas and share exemplary teaching practices.
Discover newy ways of using SMART procucts to improwve learning in your classroom.

What's New
= See Trade Show Teacher Chriz Klein ot NSBA T + L3
= Dowenload one of the many new primary-level Lesson Activities!

= Wisit the nevw Research Report section to learn how interactive
whiteboards beneft instruction

= Find out about Fall 2003 SWMART Master's Training events
©» Check out the winners of the Extreme Whiteboarding Competition!

f

Challenges Met with Integrated Solutions
Red Deer Catholic Redional Division Standardizes with SMART Products

Learning Resources Programs Bulletin Board fae

Check out resources submitted by your peers, Enroll in & varisty of programs that help your Talk with other educators who are using SMART

such &z lesson activities, to help you use SMART school gain recognition and help you to achieve products.

procucts inyour teaching. your professional development goals.

Featured activity Featured program Subscribe today! [

» Making Change, Amy Gates of Summit R-7 = The SMART School program recognizes your Sign up for our monthly newsletter o

Sihnnl District |15 srhnnl for s innnvative use nf SMART b caed the latest viewes neves anrd o [

] il e

We encourage you to visit this site often at edcompass.smarttech.com.
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Viewing and Downloading Lesson Activities

You can view all of the activities available by clicking Learning Resources at the top of the
page. Select Lesson Activities at the left of the page, then choose the type of activities
you'd like to see, such as Notebook or SMART Ideas software activities. You'll be presented
with a table displaying many activities, and you can sort these by title, subject matter,
country of origin, and even the student age for which the lesson is appropriate.

To download a lesson activity:

1.

62

Select the title of the activity in which you are interested. You'll see a small image and a brief
description of the activity.

To the right of the image, you'll see a download box. Click XBK or NBK to download the file. You will
be prompted to open the file or to save it to your computer.

Select Open to launch the software and open the file on your computer.

or

Select Save to save the file on your computer. You will be prompted to select the location where you
would like to save the file.

Map of Canada & the U.S.

Subject: Social Studies
Agei=) 11-12
Author: Educator At SMART

. ===l Thiz activity focuses on the basic geography of Canada and the U S, Included are slides that

E Tlaap: al 11z Liew focus on labeling the states and provinces of each country and as=embling the maps of both

7. A courtries,

1=

5

a2

& BUAIENE Click here to download this
E 2 Mac O X file

Revievwed by: 5. Leckrone
From: USA

Subject: All - 4tk grade
Drate: 26 June, 2003

Thiz iz a great activityl My fourth graders beg to do the US map matching again and again. |t ties into our study of the regions
wonderfully. Thanks for sharing!
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SMART ldeas Software

Whether you refer to it as concept mapping, webbing or graphical organization, the visual
representation of information is becoming more important as students learn critical thinking
skills in the classroom. SMART Ideas concept-mapping software not only helps your
students connect ideas, organize concepts and plan projects — it motivates them to learn.

Download your Free Version

You have access to a free version of SMART Ideas software for use on your SMART Board interactive
whiteboard. From www.smarttech.com, simply select Support, Downloads and scroll down to view the
SMART Ideas Software section on the page. Choose your preferred operating system. Click the version
option that says that it is for use on a SMART Board interactive whiteboard.

Using SMART Ideas Software

When you open SMART ldeas software, click Open and a new, untitled workspace will appear ready for
your input. Now, simply start typing or pick up a pen on your SMART Board™ interactive whiteboard. If
you've used your keyboard, you'll notice that your text will appear inside a text box. Press Enter when
you've finished typing and you'll see your text appear in a circular symbol. If you've used a stylus on the
interactive whiteboard, you'll see two symbols above and to the left of your annotation. Select A to convert
your handwriting into text within a symbol.

( good idea :I' & good
: idea

You can add meaning to symbols by using different colors and shapes to signify their relationships. For
example, if you were creating a Fruits and Vegetables diagram, you could make all fruits red and
pentagonal, and all vegetables green and octagonal, so the viewer can see shared characteristics at a

glance.
- lethuce broceoli

To show relationships between ideas (symbols), use connectors. A connector is a line in a diagram that
links two symbols. It can be labeled or unlabeled, thin or thick, solid or dashed, straight, angled or curved,
as well as any of our other stylized connectors.

When you move a linked symbol, the connector moves with it. However, if relationships between ideas
change, you can also move connectors independently of their associated symbols.

ao s
— @ o 9{3{3 o _i \Ieads/ e B
A2 £y [ to %
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To connect two symbols:
1. Select any symbol.
2. Click the Connector button @+ and drag the cross-hatch cursor to the second symbol.
3. Release the mouse.
or

4. Using your SMART Board interactive whiteboard, simply draw a line between the two symbols.

R o

- (]

‘{:} C“* operating operating
. nsids systern system
|

_____ Qg

The two symbols will be linked by a connector. @
system

You can create an unlimited number of sub-levels within any symbol to illustrate or expand on
information. The sub-levels can contain related diagrams.

To create a symbol sub-level:

1. Select a symbol.

2. Click the inside link (in the bottom-right corner of the selection rectangle).
or

3. Select In from the View menu.

A new workspace will open.

Learn More about SMART Ideas Software

More detailed information on using SMART Ideas software can be found on the SMART Web site. A
Quick Reference is also available from the SMART Training Center.
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Practice Activities
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Activity: SMART Board Interactive Whiteboard Hardware Components

This activity will give you an opportunity to practice orienting your SMART Board interactive whiteboard
and using the SMART Keyboard.

Steps

1 Press and hold both Pen Tray buttons until the orientation interface appears.

Pen Tray Buttons

2 Orient your interactive whiteboard by pressing firmly on the center of each cross in the sequence
indicated.

+

Pross como f gt and ol

<4— Orientation Interface

Pick up the blue stylus from the Pen Tray and use it to write your name on the whiteboard.

Press the Camera button to save your annotations (i.e., your handwritten name) and the background
to a Notebook file.

Sstat| | ) € @ () 7| Esment | Zainbox - Microsolt Outlook. | d05nagit | [BicEa®s sum

NOTE: Notebook software will open automatically, and your annotations and background will be
saved to a new Notebook page.

Return the stylus to the Pen Tray.
Press anywhere on the desktop to clear your annotations.

Press the Notebook icon in the Windows Task Bar to access Notebook software.

st || ] @ @ (&) || FsmarT | %\nbox-MicrosoltDut\@ntilled-SMAHT Noteboa.| D Bl cEoms smam
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8 Press on your name to select it.

Ir ools Draw Help
HSR 4 RB o xR

[
ID2AEENT = EIEREEEY

Paln Deskio

3
© 1959AM 3 Full Sereen

I | |

AR Press h_e_re to convert your Ii .'
handwriting to text : your namec !
o m__ |

10 Press the Keyboard button on the Pen Tray and use the SMART Keyboard to make any corrections
to your name or to add your last name.

= SMART Keyboard
Esc| F1|F2| 3| Fe| b5 | pe | F7 | ms | mo |muofrn|mie|[B sl | T

Keyboard
A

Lz s e s a7 m e o] - =] e | ] oo Bose| mme| s ] %] -

sl alw] el v el v u]ilolol o] 1] v | wee ena]Bose] o + ][5

-

S o] s[aleelnlailn] ]| e | msefex|omx] « =

& Jalsle]v]e]alm], [ . [/] 4 [+ £ | 4 [
ced |l an (s BB cut | <[+ ]| e [ue]

NOTE: To make changes to text objects, you'll need to double-press the object to select it and then
use the SMART Keyboard to make the required changes.

= 0
T

11 Exit Notebook software. There is no need to save your Notebook file.
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Activity: Working with Applications on Your SMART Board Interactive Whiteboard

This activity will give you an opportunity to practice using the Floating Tools to highlight information.

NOTE: This activity involves using a Web browser such as Internet Explorer. However, any application
may be opened in step 1.

Steps

1 Open your Web browser.

2 Double-press the SMART Board icon in the Windows System Tray to maximize the SMART Board
tools.

3 Press the Keyboard button to open the SMART Keyboard.

NOTE: The SMART Keyboard will open where it was last left. You can move it by dragging it by the
title bar and dropping it anywhere on your desktop.

il Hateboak...

RBecorder...

EidED P'EI_','E[... . SMART Keyboard JE

—_— N B e e e e e e T B ) | B S el ol

] z]s]e]s]s] ] = | e | ] o] Boe| | s | %

e ”qlqlwlzlx 1 yuIlID p|[|]|\ h\m[ndE:efJHomwTa;"
E I P S P ey

. B e |e|v o] al=] ][] < 1] R
Floating Toals. .. oo [l o] [ ot | |+ ] | o [med

Contral Parnel...

Orient...

4 Press your Web browser's Address field and then use the SMART Keyboard to enter your company’s
Web address or your favorite search engine (e.g., www.google.com) and press Enter.

"
& Google - Microsoft Intemet Explarer (=] X

| Fle Edt View Favores Toos Help ‘
S T A (- B I AN EE L |
Back e Home | Seach Favoites  Histoy Mail Frint Edit

{Gciess |@] it/ /wwm. google. com/ Y =] et Use the SMART Keyboard to
B enter the address of the Web site

GO g)g[e you'd like to access

T e BRI e Pre_ss Enter when you've finished
typing the Web address

I = Advanced Search

Google Search I I'rn Feeling Lucky: : %ﬂu\s
Language 1003 . SMART Keyboard
lalzlala]s]elalelelnld- «
Advertise with Us - Add Google to Your Site - News and Resources - Google Toolbar - Jobs, Press iluil WJ Eal Ifl 'gl y}! ujl ‘k BII Bl - Ef:(
Cool Stuff & |slxlclv]b][n]=].[.[/ 1] MR
_cul 1 an [an[ ] cot | o[ o] ~+| wer [oed

Make Google Your Homepage!

E2001 Google - Searching 2,073 4158 204 web pages

S

] Done [ 4 Intemet
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Close the SMART Keyboard.

. SMART Keyboard [x] }
N B e e e e e e T B ) | B S el ol

N E E R A e e I e ey -

I I I I Y I I N I e e =

S~

alsaleleln| s :] ] e | pefien]em]| +
& |a|x]e]v]o]n]=] [ [¢] < 1 End [ 4 |B)
cen || ax| o[l cm | ] 2] +] et [w o

Press the Floating Tools button to open the Floating Tools palette.

NOTE: The Floating Tools will open in the same position on your desktop as they were when last
closed. You can move the Floating Tools by dragging them by their grab bar (see below) and
dropping them anywhere on your desktop.

ﬂ Hateboak...

RBecorder...

Yideo Player...

—» Mg
OB

551 S
P

Use the grab bar to drag to any
location on your desktop

Press the Pen tool to select it.
&| | @]
INEEL

Use your finger to draw on an area of the Web site.

Press the Camera button to save your annotations and background to SMART Notebook software.
2y |2/

;| e ke
HEE]

NOTE: There is no need to open Notebook software prior to pressing the Camera button. Notebook
software will launch automatically and your annotations and background will be captured.

Press the Use Mouse Cursor tool in the Floating Tools.

2 p| gl
H&E <4— Use Mouse Cursor Tool
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12 Press anywhere on the interactive whiteboard to clear your annotations.
13 Exit your Web browser.
14 Exit the Floating Tools.

15 Press the SMART Notebook icon in the Windows Task Bar to maximize Notebook software and view
your annotations and background.

i Start |j A E @[] ”|j e | %InhanicrnsnFlDullg | éUnlitledrSMAﬁT Notehon | > | B SElpM 250

16 Exit Notebook software. There is no need to save your file.
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Activity: Presenting with PowerPoint Software on a SMART Board Interactive
Whiteboard

This activity will give you an opportunity to practice using PowerPoint software on your SMART Board
interactive whiteboard.

Steps

1 Double-press the SMART Board icon in the Windows System Tray to maximize the SMART Board
tools.

il Hateboak...

RBecorder...

Yideo Player...

5%
»

3 Press the Right-Mouse button on the SMART Pen Tray.

4  Press the Start button and select Explore.

Search...

Prq:erélé

Open All Users
Explore All Lsers

5 Navigate to the location of a PowerPoint file.
NOTE: You can use any PowerPoint file to complete this activity.

6 Once you've located the PowerPoint file, double-press on its icon to open it.

7 Select View, Slide Show to begin your PowerPoint slide show.

Y File Edit | Wiew Insert Format Tocks Slide Show Window Help

_Dﬁ‘;n“ﬁgﬁde oo |@ % R
Arial Qutine Bz u s|=
B Slide Sorker

Master
P2 Black and White
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15

16

17
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Press OK to close the SMART Shortcuts for PowerPoint Users dialog.

SMART Shortcuts for PowerPoint Users

To advance your presentation:

' Double Press (second press to the right of the first)
MOTE: Ta reverse, second press tao the left of the first.

£ Single Press

Use the Double Press navigation method to move forward through the slides of your presentation.

Use the Previous Page button on the Slide Show toolbar to return to the beginning of your
presentation.

Use either form of navigation — Double Press or the Slide Show toolbar — to navigate to a slide that
contains information you’d like to highlight.

Use the ‘{/ tool from the Floating Tools to draw an arrow to, or circle or underline, information you'd
like to emphasize.

Use the Lo tool from the Floating Tools to point to another part of the slide.

Double press the Screen Pointer tool to make it disappear.

Press the M tool on the Floating Tools palette.
Press anywhere on the PowerPoint slide to clear your annotations.

Press the middle button on the Slide Show toolbar and select Restore Annotations.

Capture to Mokebook,
Sawe Annobations to PowerPoink

Restore Annotations

PowerPaoint Commands r

Setkings 4
SMART Floating Tools

End Showve =]

=
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18 Press the middle button on the Slide Show toolbar and select Capture to Notebook.

< ||

Capture ko Notebook

Save Annokbations to PowerPoink
Zlear snnotations

PowerPoint Commands r

Settings 4
SMART Floating Tools

End Show

b

NOTE: Notebook software will open automatically.
19 Press the middle button on the Slide Show toolbar and select End Show.

20 Close PowerPoint software.

21 Press the Notebook software icon in the Windows Task Bar to view your annotations and background

slide.
Astan || A E @ (@) || EshiarT | b - Micromoft DLt ;éUnhlled—SMAHT Netehoo | D Bl cEp®s 350aM

22 Exit Notebook software. There is no need to save your file.
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Activity: Using Notebook Software

This activity will give you an opportunity to practice and apply basic Notebook software use skills.

Steps
1 Open Notebook software.

2 Use a stylus from the SMART Pen Tray or the Pen tool from the Floating Tools to write a list of
projects you'll work on in the next week or month. Include at least three items in your list.

2
H
H
Ly

:
E\/@\UQJ[Q Module Conteat|™
Prepare Module Content
Validate Module Cont ent
Preseat Module Content

£
L3
a
-
o
B
o
.
F
&
“

g,
£
5

A4 4o|B
IBEED B

Ly o

=L ERFullScieen]

Press on one of the projects you've written to select it.

Press the “A” button in the selection box to convert your handwriting to text. Use the SMART
Keyboard to make any necessary edits to your converted text.

F valuate Module Content
Prepare Module Content
Validate Module Cont ent
Pveieﬂﬁ MOC’\J\Q Cor\fent

XN o i 9 0 3 P

s
3

5]

g,
£
5

A4l #o|B
IBEED L
PR 1 I»
- Press P for help B Full Screen|

5 Repeat steps 3 and 4 for each project you've listed.
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Once you've converted your handwriting to text, drag and drop the items in your list of projects to
reorder them to reflect their priority or sequence.

2 Notebook example - SMART Notebook *
Fle Edt View Inset Format Draw Hep

;IM_ZI
Prepare Module Content

Validate Module Content

Present Module Content

Evaluate Module Content

RSN MRS CECR(F

H#l#lolB
Jah BED -
< | 3
i [Press iforhelp ~ ElFullSeieen

Press the Blank Page button to add pages to your Notebook file so that you have one blank page for
each project.
Press the first thumbnail image in the Side Sorter to select the first page of your Notebook file.

Leaving the first project on the first page, drag the second project to the second thumbnail in the Side
Sorter, the third to the third thumbnail, and so on.

£ lslx]
;} ‘ ;{ [1lors B
& Prepare Module Content
o
=4
&
Ce
s
3
st
2
&
Gapture
H#Ho|B
IBEED H
el | o
s ERuseen
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10 On each page, add three tasks associated with each project.

11

12

NOTE: These task items may include the resources needed to complete the task, the names of team
members or report dates. Ensure that you add at least three items under each project.

=18(x|

2 Notebook example - SMART Notebook *
Fie Edt Vew Insert Fomot Draw Hel

L3

o Prepare Module Content

ot - Get screen captures

&

Q’l - Write text

@ - Generate activities and exercises
¢

g,
£
5

H#Ho|B
ab| &[]k

el
= [Press i forbelp

Use a stylus from the SMART Pen Tray to draw an arrow to an item on the active page.

2 Notebook example - SMART Notebook *

Flo Edt View Inset Format Oraw Hep

EFul Screen

Prepare Module Content

- Get screen captures

o - Write text 6’—

sokat - Generate activities and exercises

L om i g0 i

7]

f@ >N

J=—x

#|#28
BRED

i}

=—[Fress Fi for help

Save your Notebook file.

NOTE: Use a distinctive name for your file so that you can distinguish it from other files on the

R Full Screen

attached computer. For instance, you might include your name and the date in the title to identify your

Notebook file.

Save jn: I@ My Documents j gl
| My Pictures [ setup {a e lbems E
|1 MWPEG C15MART Recorder  {giMenu
|1 MpJPEGS (2] Untitled? { 2 MulliChoice_CitT hink
"1 Matebook Files [B120001_TEST { i Myotes
|_1FDFs {a CurriculurmPlanning {a smallGroupDiscuss
|1 58 _Modules {E Hypexlink, test

1| | |
File: name: Idoug_22DctD1| Save I
Save as type: INotebook [*.nbk) j Cancel |

v
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Activity: Using Notebook Software — Part |l

This activity will give you an opportunity to practice capturing information and saving it as a series of
image files.

NOTE: This activity involves using a Web browser such as Internet Explorer. However, any application
may be opened in step 4.

Steps

1 Open Notebook software.

2 Select View, Screen Capture or press the Capture button on the Simple Toolbar.

Wiew Insert  Format  Draw |
* YWhiteboard AlE+1
Page Sorter alk+2
Attachments Alb+3
Full Screen Alt+Enker

MNext Page Paln
Previous Page  Pgllp

Simple Toolbar  Cerl+T

Screen Shade E

Gallery

Zoam k

NOTE: Ensure that the Save Pictures to New Page check box is selected in the Screen Capture
toolbar.

3 Minimize Notebook software.

Minimize Button —

Open your Web browser.

Point your browser to your organization’s Web site. Alternatively, you can point your browser to
www.smarttech.com.

| Screen Capture Toolbar
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6 Press the Area button on the Screen Capture toolbar.

‘33 Screen Capture [HE

Area Windowe | Screen

Area Button

¥ Save Pictures to Mew Page

7 Use your finger to select a screen area to capture.

@l Solutions for You

Find out how SMART Roomyware
products meet your specific needs

8 Press the Area button once again to capture another area of the screen.

Technalogies Inc.

9 Exit the Screen Capture toolbar.
10 Exit your Web browser.

11 Press the Notebook icon in the Windows Task Bar to maximize Notebook software.
i3 Stant | EsmanT %Inbox—M\crosDFtDutlg iiéUnt\lled—SMAHT Natebao... > |E<ﬂ:—@o®& 958 &M

12 Using a stylus from the SMART Pen Tray, add a title to each page of your Notebook file.
13 Select File, Export, JPEG.

A& a >

14 Press the OK button to accept the default settings, or press the Browse button and specify an
alternate location.
T |

~Export

Export astype: | PEG =
Seeofivages; |Pagesze 7]

Directory | Ciiply Imagest, Browse. ..

—Scheduled Export

™ Adtomatically Export

Frequency: [switch page v

oK Cancel

15 Select the “size of images” drop-down menu to choose the size of each image and select 800 x 600
for a resolution setting.

Eoot x|
~Export

Export as typei | PEG v
Size o mages: [Pegesize 7]

Directory Screen Size Browse...

1024 x 768
800 x 600
—Scheduled Export [ e « 40

00 x 300

4
I Automaticalbd 500 ¥ 150

Frequency: Sukch page r
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16 Press the OK button.

17 Browse to the location of the files you've just generated (My Documents unless you've changed the
directory) to view your “exported” content.

18 Exit all applications. There is no need to save your files.
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Activity: Advanced Concepts with SMART Board Tools
This activity will give you an opportunity to work with the SMART Board tools.

NOTE: For this activity, ensure that Windows Media Player is installed on your computer.

Steps

1 Double-press the SMART Board icon in the Windows System Tray to maximize the SMART Board
tools.

RBecorder...

Yideo Player...

Fevboard...

Floating Toals. ..

Contral Parnel...

3 Press the Record button.

ART Recor — |0l x|
® | | ||
Recard Pause Stop
b B
| 0:00:00 L e

NOTE: SMART Recorder will automatically include any audio input while recording. If you have a
microphone connected to your computer, you may wish to include a commentary of the actions you're
taking as you work through the steps of this activity. To record without audio, you can choose “No
Audio” from the Sound Quality drop-down menu in the Recording Quality tab.

4  Minimize SMART Recorder.

_ )| x|
® | | ||
Recard Pause Stop
b B
00000 2 pleli
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5 Press the Control Panel button.

il Hateboak...

RBecorder...

Yideo Player...

Fevboard...

SMART Board Control Panel

Boards | Pen Trgy Floating Tools |A re | Display Controlers |

Drag and drop e tooks ante the edifble Aoating taol bar. To add a new

row of icons, droa buttton on thedfrag bar at the left side of the Flaating
tools, Toremove an Temm-deag T to the trash bin,

List of Tooks:

[ vertical Separator ~ #/Blue Pen Fpen
[ElHorizontal Separator &/ Red Pen & vighlighter
# Black Pen # Green pen &P Eraser
|l

M

- Editable Floating Toolbar
=yl gl m =
e

iy

i 21
@ User Profiles: |Default Profile (Read-onky) b

SMART Board 5] we_|_sos_|

7 Drag a tool from the List of Tools and drop it onto the Editable Floating Toolbar.

SMART Board Control Panel

x|

Boards | Pen Tray Floating Tooks | Aware | Display Controllers |

Drag and drop the tools onto the editable floating tool bar, To add a new

row o icons, drop & buttan on the drag bar st the left side of the Floating

taols. To remeve an icon, drag i to the trash bin,

List of Taols:

[ wertical Separator @ Blue Pen # Pen i

[SlHorizontal Separator 7 Red Pan ristish——— List of Tools
| # Black Pen # Green Pen &P Eraser

N —

Il

r~Editable Floating Toolbar

=

L EEN —— Editable Floating Toolbar
J @H

s
K| o

@ User Profiles: | Default Profile (Read-onky) x
SMART Roard ok | b | b |
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9

10

11

12

Select Save As from the User Profiles drop-down menu and use the SMART Keyboard to input a
name for your newly edited toolbar. Press OK. NOTE: If you don’t save the edits to your Editable

Floating Toolbar, the default Floating Tools palette will appear the next time you press the Floating

Tools button.

SMART Board C X
Boards | Pen Tray Flaating Tools |Aware I Digplay Contrallers
Drag and drop the tools onto the editable floating tool bar, To add a
newy row of icons, drop & button on the drag bar at the left side of the
floating tools. To remaove an icon, drag it to the trash bin,
List of’
&7 Eraser }'—,‘“CIEarfREstDre Page K Use Mouse Cursor
Draw Rectangls @Capture the Screen B Float Mouse Click
Draw | —_ . Mo ss e Clide
M New Profi XL cice
ﬂ What do you want to name the new profile? ﬁ
~Editable _
=i |Bnter the name of yaur profile here.... < = Enter a name for your user profile
5
_— OK Cancel
ol 21
@ User Profiles:|Save 4. _~¢— Select Save As from the
drop-down menu
mﬁoard Ok I Help | About |

Press OK to close the Control Panel.

Press the Floating Tools button on the SMART Board tools to view your customized Floating Toolbar.

Exit the Floating Tools palette.

Press the Recorder icon in the Windows Task Bar to maximize SMART Recorder.

14

® | | ||
Recard Pause Stop
o

| 0:00:00 L e
Input a name and location for your video.
Sevein [ Wyborens 21| & (] ]

My Pictures (C1SMART_Recorder

MWPEG (] Unitled

MwPEGS

POFs
58_Modules
setup

File name:

Save I
j Cancel

v

Save as fype: |'windows Media Files [*.avi]
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NOTE: Recorder automatically includes a date stamp and video number as the default name for your
video file.

15 Recorder will confirm that your video has been successfully saved.

SMART Recorder ) x|

Recording successful, Your session has been saved to
! CiDocurments and SettingsiAndrewDiMy Documents) Junels 0845, avi.

Final file size was 3630 KE with an elapsed kime of 0:00:06,

16 Browse to the location of the video you've just made and view your video.
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Session Feedback

Please take a moment to complete this questionnaire in as much detail as possible. Your feedback is an
integral part of improving our future training sessions. All comments are welcome.

1 How many learners participated in the training session?

O lessthan5b
o 5-10
o 11-15

2 Please identify your work environment.

Corporate
Education
Government
Military

Other (specify)

3 Please rate your level of computer proficiency.

© 00 OO

Limited
Basic
Intermediate
o Advanced

© 0O

4 Please describe how you feel you would use the SMART Board interactive whiteboard as a result of
the training session. Check all that apply and indicate what applications and multimedia you will use.
E.g. PowerPoint, Internet, Notebook.

To present
To use applications
To record notes

To save notes
Other

© 0O0O0O

5 How important are the following interactive whiteboard features to you?

1 = of no importance, 2 = of little importance, 3 = of some importance, 4 = very important

Ease of use

Using your finger as a mouse
Using any pen/object as a writing tool

Interacting with computer applications
Writing over top of computer applications
Saving annotations

Editing notes

Distributing notes through a network or printer

55 Y5 Y5 5 V5 VI VS I S
DD DD D D B D> D
> I 3> > > > > > >
Dt B B B B

Handwriting recognition software
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6 Please indicate the extent to which you agree or disagree with the following statements:

1 = strongly disagree, 2 = disagree, 3 = agree, 4 = strongly agree

>
T
I
>

1 The session was well designed (pacing, adequate time for
Q &A, etc))

>
T
I
>

2 | received information from this session that | can use
immediately in my job.

>
T
I
>

3 The Learner Workbook is an effective learning resource.

>
T
I
>

4 The activities helped me become familiar with the
functionality of the SMART Board interactive whiteboard.

>
T
I
>

5 The trainer used good presentation skills.

7 What did you like best about the session?

8 How would you improve the overall training experience? (Please feel free to comment on the Learner
Workbook and activities)

Thank you for taking the time to complete this questionnaire. We appreciate your feedback. Should you
have any questions or concerns not addressed here, please ask your trainer or e-mail
services@smarttech.com.
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